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Workers’ Compensation Medicare
Set-Aside Portal (WCMSAP)

Basic Functions
Account Manager

Version 3.1, 3/31/2013

CMS reserves the right to modify this presentation. To ensure you have the most current version, verify that
the version and date on this page match the version and date on the corresponding page of the PDF currently
available on http://www.cms.gov/Medicare/Medicare.html.

Slide notes

Welcome to the Workers’ Compensation Medicare Set-Aside Portal (WCMSAP) Basic Functions-
Account Manager course.

As a reminder, you may view the slide number you are on by clicking on the moving cursor.

Additionally, you can view the narration by clicking the Closed Captioning [CC] button in the lower right
hand corner of the screen.
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Disclaimer

While all information in this document is believed to be
correct at the time of writing, this Computer Based Training
(CBT) is for educational purposes only and does not
constitute official Centers for Medicare & Medicaid Services
(CMS) instructions for the WCMSAP. All affected entities are
responsible for following the applicable CMS instructions
found at the following link:

http://www.cms.gov/WorkersCompAgencyServices/.

Slide notes
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Course Overview

* Role of Account Manager

. : & .
* Basic Functions A
* Manage account profile ——
- = _
» Designee maintenance :

Slide notes
This course describes the role and the basic functions available to the Account Manager including

managing the account profile and designee maintenance.
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Account Manager - Role

* Established during Account Setup
* One per WCMSAP account

* After they review, sign, and return profile report to the COBC

Slide notes

Each WCMSAP account must have an assigned Account Manager. The Account Manager is
established during the Account Setup process. Each WCMSAP account can have only one Account
Manager.

This is the individual who controls the administration of an organization’s account and manages cases,
which includes managing case access.

The Account Manager can only be associated with one WCMSAP account. The Account Manager is a
registered user of the system.

The Account Manager for Representative and Self accounts will have unlimited access to WCMSAP
functionality and cases as soon as the Coordination of Benefits Contractor (COBC) has received their
signed profile report.

For Corporate account types, the Account Manager will only be granted access after the profile report is
signed and returned by the Account Representative.
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Account Manager - Role

Corporate Representative
* Submitter is * Account Manager * Account Manager
Account Manager assigned during assigned during
by default Account Setup Account Setup

* Submitter is
Account Manager
by default

Slide notes
The Account Manager for Self account types is, by default, the submitter.

For Corporate and Representative account types, the Account Manager is assigned during the Account
Setup process.

For Representative accounts, the submitter may be the Account Manager, but they have the option to
assign the Account Manager role to another person.

Page 5 of 53



Adobe Captivate Sunday, March 31, 2013

Slide 6 - of 53

Account Manager - Basic Functions

+ Corporate/Representative account types only

* Self account types only

Slide notes

The Account Manager manages the WCMSAP account’s profile information and updates general
account information; Submits new cases for the WCMSAP account they are associated with;

Can view and update all cases for the WCMSAP account they are associated with; Can add or replace
documentation to a specific case for the account; Can invite other users to function as Account
Designees. (Account Designees are for Corporate or Representative account types only.);

Can associate an Account Designee to cases; Can revoke Account Designee’s’ access to cases and/or
an entire WCMSAP account; Can submit a single case, as an Account Manager or as a Representative
Payee. (For Self account types only.);

To replace an Account Manager, the Account Representative for Corporate accounts, or the original
submitter for Representative accounts, must contact the COBC Electronic Data interchange (EDI)
Department.
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CNIS Workers' Compensation Medicare Set-Aside Web Portal @

CENTERS foot MFORCARY B MYDRCAD STROSCTS

Skip Navigation

About This Sie CMS Links How To Reference Materials Contact Us

Welcome to the WCMSAP

This site provides an interface for entry of Workers Compensation Medicare
Set-Aside Arrangements (WCIMSA) proposals. Attomeys, Medicare
heneficiaries claimants insurance cariers and WCMSA vendnors may use this

Sign Into your account

site to enter the case information dircetly. The site also provides attomeys,

IMedicare beneficiaries. claimants, insurance carriers, and WCMSA vendors User Narme:
with the ability to track their submitted cases and the statuses without inguiry |
to the Coordination of Benefits Contractor (COBC) ar the Centers for Medicare Farqat ID

& Medicaid Serices (CMS)

WCMSAP Messages Pazsword

This space is reserved for system messages from the Coordination of Benefits Foraot Password

Contractor. Check this location for important information regarding system
Clear

outages, scheduled maintenance and special announcements

GETTING STARTED

For more information. refer te How To Get Started under the How To menu ootion
STEP 1 STEF 2

{Account ID and PIN required)

Slide notes

To access a WCMSAP account and manage the case submission process, the Account Manager must
first successfully login to the WCMSAP application.
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CNIS Workers' Compensation Medicare Set-Aside Web Portal @
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About This Sie CMS Links Reference Materials Contact Us

QUICK HELP

Help About This Page

Account Settings

Update Personal information

0 modify Ac Settings the appropna k under th
Account Settings list Update Account Information
I"d liKe to... Cesignes Mainienance

- X F jew ACCount Activity
Create a New Casge

Change Pascworg

Case Lookup

View Algrts

Slide notes
After a successful logon, the WCMSAP Home page will display.

Page 8 of 53



Adobe Captivate Sunday, March 31, 2013

Slide 9 - of 53

CNIS Workers' Compensation Medicare Set-Aside Web Portal @

CENTERS foot MFORCARY B MYDRCAD STROSCTS

About This Sie CMS Links Reference Materials Contact Us

QUICK HELP

Help About This Page

Account Settings

Update Personal information

0 modify Ac Settings the appropna k under th
Account Settings list Update Account Information
I"d liKe to... Cesignes Mainienance

- X F jew ACCount Activity
Create a New Casge

Change Pascworg

Case Lookup

View Algrts

Slide notes
From this page, the Account Manager can manage cases and manage account access.
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About This Sie CMS Links Reference Materials Contact Us

WOMSAP

SMSAP provides an interface for entry of Workers' Compensation

Help About This Page

fican Set-Aside (WCMSA

15 normat
v Alort fir Account Settings
bt £y
Update Personal Infiormation
I the appr nk
Account Settings st Update Account Information
I"d liKe to...
Create 3 New Case
hange Pace

Case Lookup LChange Basswiord

Vigw Algrig

Slide notes

Case access is controlled through the Account Settings. Although Account Managers have access to
all of the Account Settings, the focus of this CBT is on Update Account Information and Designee
Maintenance.

For more information on the other Account Settings, please see the Login and User Maintenance CBT.
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About This Sie CMS Links Reference Materials Contact Us

WCMSAP

MSAP prowdes an interface for entry of Workers' Compensation

hoae Sel-Asi

I"d like 10... Designes Maintenance
Create a Mew Case e igr it el

Change Pascworg

Case Lookup

View Algrts

Slide notes

To revise account information, the Account Manager will click the Update Account Information link in the
Account Settings box on the Home page.
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Update Corporate Information .

Help About This Page
ation or AC Repr a format q0 Edit b Bt
t Typ
Account Type: Corporats
Corporate Information Account Representative Information
Employer ldentification Number (EIN). sswmsssss First Name: FIRST MI: M Last Mame
Corporate Name: AAAAAAAAAAA, Thle: AAAALALARA

Date of Birth: sass sy

Business Mailing Address: E-Mail Address: AAAAAAAAAA

FPhone: SS8-SEs-2iEs ol 2
Addrese Line 1:
Fax: Hi# g# giny
" "
|;|-_-J_- AS AL AR AA A

State: A4 AL AN AL AN

Zip Code: gasus

Slide notes

When the Update Account Information link is clicked, an Update Information page will display.

The one pictured here, Update Corporate Information page, is what will display for Corporate users.
This page lists the account’s mailing address, and Account Representative contact information.

Please note: The Update Information screens for Representative and Self account types are very
similar and function the same way.
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About This Sie CMS Links Reference Materials Contact Us

-

. I—J Pt this page
Update Corporate Information P

o Helo Anout This Page
Yo 1 or Account Repr 3 formati g o Edit button of that sec

Corporate Information

Employer Identification Number (EIN). ssamssses

Corporate Name: AA8A8AAAAAALS

Date of Birth: sass sy

Business Mailing Address: E-Mail Address: AAAAAAAAAA

- Phone: #55-S4s-08  exl. gugs
Address Line 1: A
Address Ling 2- AAAAAAALAA

State: AAALBALAAN

Zip Code: symus

Slide notes

To make any corrections, click the Edit button next to the section that requires revisions to return to that
page.

Note: If the Account Manager needs to replace their Account Representative with another person, they
may do so by editing the Account Representative Information page.
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Skip Navigation

About This Sie CMS Links Reference Materials Contact Us

Corporate Information

An astenisk (*) indicates a required field

Help About Thig Page

Employer Identification Number (EIN): * [

Corporation Name: * | i

Business Mailing Address:

Address Line 1

Address Lina 2

City

J
|
g
State: * [- Select - ~|
|

I |

Zip Code

((Previous ] [Next] [ Cancel

Slide notes
Change or correct any of the information as needed.
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About This Sie CMS Links Reference Materials Contact Us

Corporate Information

An astenisk (*) indicates a required field

Help About Thig Page

Employer Identification Number (EIN): * [

Corporation Name: * | i

Business Mailing Address:

Address Line 1

Address Lina 2

]
|

City: * | |
]

State: * [ Select - ~|

Zip Code

[ Previous ] [Nt [ Cancel

Slide notes

Once all corrections have been made, click Next at the bottom of the page to navigate back to the
Update Corporate Information page.
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Skip Navigation

About This Sie CMS Links Reference Materials Contact Us

F 1
Update Corporate Information = Print this page

You may edit the a

You may not chang

rmation or Account F.:r. gsentative information by clicking on the Edit button of that section

ount Type
Account Type: Comporate

Edit Account Representative Information

Corporate Information

Employer Identification Number (EIN). ssamssses First Name: FIRSTMI:M Last Mame

Title: AAAAABAAAA

Corporate Name: AA8A8AAAAAALS
Date of Birth: 284
Business Mailing Address: E-Mail Address: A

FPhone: S85-S58-24us oyl #uas
Address Line 1: A/

Address Ling 2- AAAAAAAAAA
City: AAAAAAAAAAAL

State: AAALANANARM

Zip Code: sasus

Crmions) Ty

Slide notes
After you have returned to the Update Information page, click the Next button.
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About This Sie CMS Links Reference Materials Contact Us

Update Corporate Information

Account Type: Comporate

Edit Account Representative Information

Corporate Information

Employer Identification Number (EIN). ssamssses First Name: FIRSTMI:M Last Mame

Title: AAAALLAALA
Corporate Name: AAAAAAAAAALA

Date of Birth: #u/4

Business Mailing Address: E-Mail Address: AAS

. FPhone: S85-S58-24us oyl #uas
Addrese Line 1: A

Address Line 2- AAAALAALAA
.;l-__\’, ASAAAA A NS AN
State: AAALANASAR

Zip Code: symus

Slide notes

The system will display a warning message when a change is made to the WCMSAP account
information indicating that the updated information will be used for all future official communications.
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Skip Navigation

About This Site CMS Links Reference Materials Contact Us

Corporate Information Update Confirmation e

Help About This Page

Your corporate information has been updated. Fnnt this page for your records
A - \
Account Type: Corporate

Corporate Information Account Representative Information

Employer Identification Mumber (EIN): sesssssas First Name: FIRSTMI:M Last Name: LA
~ ; = : Title: AAAAAMANA
Corporate Name: AAAAAASALASL

Date of Birth: g8/ /888
Business Mailing Address: E-Mail Address. AAAAAALAR

Phomne: #4 oxt. i
Address Line 1: AAAAAALAAAA,

Fax s#i-sus siuse

Address Line 2: AAAAAABARA
C|t-}- BB A A A B N A B A B A
State: AAAAAAAAAA

Z.F Code: sunas

Retum 1o Home

Slide notes

Next, the system will display the Corporate Information Update Confirmation page, showing the updated
information.
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Skip Navigation

About This Site CMS Links Reference Materials Contact Us

Corporate Information Update Confirmation = Print thi2 02

Help About This Page

Account Type: Corporate
T Account Representative Information

Employver Identification Mumber (EIN); ssssssss First Name: FIRSTMI:M Last Name: LA
Title: AAAALAAAAN

Corporate Name: AAAAAAAAAAL) Aol i,
Date of Birth: #8888

Business Mailing Address: E-Mail Address: AAAAAAAAAA

Phome: 4 4 defd oyt Susd
Address Line 1: ASAAAALAAALAA
: : Fax: S45-884-48u8
Address Line 2; AAAAAAAAAA

Zip Code: gunss

Retum 1o Home

Slide notes

With the exception of a modification to an e-mail address, the system will send an e-mail to the Account
Manager, indicating that the account information has been changed.

Included in the e-mail notification will be a profile report.
The Account Manager will be instructed to notify the COBC if they did not initiate the update.
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Skip Navigation

About This Site CMS Links Reference Materials Contact Us

Corporate Information Update Confirmation = Pt this p2ge

Help About This Page

Y our corporate information has beem updated. Fnnt this page for your records
A T .
Account Type: Corporate

Corporate Information Account Representative Information

s - e s
Employer ldentification Mumber (EIN): sesssssss First Mame: FIRSTMI: 1M Last Name: |
e N 2 Title: AAAAALAAA,
Corporate Name: AAAAAAAAAASA
Date of Birth: #s/88/8888
Business Mailing Address: E-Mail Address. ARAAAAAAMA

Phomne: #4

e Bl gaa

Address Line 1: AAAAL

----------- Fax: S45-884-48u8
Address Line 2: AAAAAAAAAA
q':'|t-)- LYY VYT V.Y
State: AAAAAAAAAA

Z.p Code: sunas

Retum to HDr‘I‘IE

Slide notes
Click the Return to Home button to return to the WCMSAP Home page.
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Update Account Information

* When e-mail address has been changed:
= System sends e-mail to old e-mail address
= E-mail recipient is instructed to
o Click on link to proceed if they initiated change

e Not click link and notify COBC if they did not initiate change

= |f recipient clicks link, e-mail is sent to new address

Slide notes

When an e-mail address has been changed, the system will: Send an e-mail to the old e-mail address
stating that an e-mail address change has been requested.

The e-mail recipient will be instructed to click on a link to proceed with the change, but only if they
initiated the change.

The recipient will be instructed not to click the link and to notify the COBC if they did not initiate the e-
mail address change. If the recipient clicks the link, an e-mail reflecting the change will then be sent to
the new e-mail address.
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Designee Maintenance

Add Account Designee

Edit information for
unregistered Account
Designee

Regenerate invitation
e-mail for Account
Designee’s registration

Delete Account Designee

Slide notes

For Corporate and Representative accounts, the Account Manager may designate one or more Account
Designees to assist with case submission and management.

The Account Manager can perform the following Designee Maintenance functions:

Add an Account Designee, Edit information for an unregistered Account Designee, Regenerate an
invitation e-mail with a token link for an Account Designee’s registration, and Delete an Account
Designee.
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About This Sie CMS Links Reference Materials Contact Us

QUICK HELP

Help About This Page

Account Settings

Update Personal Information
! I f T k the appropr nk ur the
) SN2 Update Account Information
I"d like 10... Designes Malgenance

Create o New Case

Case Lookup

View Algrts

Slide notes
To manage Account Designees, the Account Manager will click the Designee Maintenance link from the
Account Settings menu.

Page 23 of 53



Adobe Captivate

Sunday, March 31, 2013

Slide 24 - of 53

CENTERS foot MFORCARY B MYDRCAD STROSCTS

About This Sie

CMS Links

Designee Listing

Reference Materials

esignee(s) information for the indnad

only make change

n that the

Delete Last Name First Name E-mail Address
X
x LAST

[ AddaDesignee |[ RetumHome |

2y

CNIS Workers' Compensation Medicare Set-Aside Web Portal @

Contact Us

have been imated to k

Passphrase

Status

Slide notes

The Designee Listing page will display. All Designees and their associated statuses (Pending, Active,

Locked, Expired, Revoked) will be listed.
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About This Sie CMS Links Reference Materials Contact Us

Designee Listing

gin ID, the Account

ignee listed, select the link on the i

the Add a Designee function t

that they have been imated to be a designes fo

Delete Last Name First Name E-mail Address Passphrase Status
X

X LAST

[ Add#Designee || RetumHome |
"

Slide notes

To add a potential Account Designee, the Account Manager must first invite them. To initiate this
process, click Add a Designee.
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CMS Links

Designee Information

Reference Materials

Designee E-mail Address: * |

Re-enter Designee E-mail Address: * [

=]

Contact Us

CNIS Workers' Compensation Medicare Set-Aside Web Portal @

Slide notes

The Designee Information page displays.
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CMS Links

Designee Information

CNIS Workers' Compensation Medicare Set-Aside Web Portal @

Reference Materials Contact Us

Plea: ¥t button
Lo the jnee Listing page, click
aster i 3 required fie sk for il
Designee E-mail Address: * |
Re-enter Designee E-mail Address: * [

Slide notes

The Account Manager will enter and re-enter the e-mail address of the Account Designee they wish to

invite and then click Next to continue.
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About This Sie CMS Links Reference Materals Contact Us
Designee Information
Please ck Next' button to | 55 of a potential d Jnee c and retu
1o the Designee Listing page, click t
aslensk wicates a red fi sk for th maill address fy if the | T ity ar 1 ]
Designee E-mail Address: * | userl23@abc.com |
Re-enter Designee E-mail Address: * [ userl23@abc.com ]

(Frovoss ] ()

[~

Slide notes
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Desighee Maintenance

» System verifies that e-mail is not in the database for existing user

* Existing user can be an Account Designee as long as
» They are not registered as Account Representative for any Account ID
= Are not the Account Manager for the same Account ID

Slide notes

When Next is clicked, the system will verify that the entered e-mail address is not in the database for an
existing user.

An existing, registered user can be an Account Designee for your Account ID as long as they are not
already registered as an Account Representative for any Account ID, or the Account Manager for the
same Account ID.
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About This Sie CMS Links Reference Materials Contact Us

Designee Invitation

I Cancel ] [ Previous ] MNext

Slide notes

If the entered e-mail address is found in the system (i.e., the invited Account Designee is already a
registered user), the Designee Invitation page displays.

The Account Manager must verify and confirm that the information entered is for the correct Designee
by clicking Next.
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About This Sie CMS Links Reference Materials Contact Us

Designee Confirmation

g an ema

Designee First Name F|f

Designee Last Name: LAST

Designee Email: AAAAAAAAAA

I Retum Home Iiig[

Slide notes

The Designee Confirmation page will display. This page confirms that the invited Designee has been

added to the account. The Designee will be sent an e-mail notifying them that they have been added to
the Account ID. Click Next to continue.
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Skip Navigation

About This Sie CMS Links Reference Materials Contact Us

Designee Listing

This page provides the Designee(s) information for

the indnduals you have assigned to the account

Manager can only make cha

g Designee

Manager cannol make changes to the De n other than de

ng the Designee from the account

Jnee listed, select the link on the i

jual's last name. To de

the Add a Designee function t

an indmidual

g them that they have been imated to esignee for the account

Delete Last Name First Name E-mail Address Passphrase Status
X Active
x l&;‘:;T Pear

[ AddaDesignee |[ RetumHome |

Slide notes

The Designee Listing page will re-display. The new Designee will be listed with an “Active” Status.
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Designee Invitation

Designee First Name

= |

Designee Last Narme: ™ |

|
|
Passphrase: | ]
|

Re-enter Passphrase: * |

[ Cancel | | Previous |

Slide notes

If the Designee that is being invited is not a registered user (i.e., the entered e-mail address is NOT
found in the system), the Designee Invitation page will display.
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Designee Invitation

AMe and a pass-phrase ior the designee enier ] the ne 3

ndicates a reguired field

Designee First Narne +|

Designee Last Narme: ™ |

|
|
Passphrase: * | ]
|

Re-enter Passphrase: * |

[ Cancel | | Previous |

Slide notes

Unregistered individuals must first be invited to be an Account Designee before they can become an
Account Designee.

When the Designee Invitation page displays, the Account Manager must enter the First and Last
Name for the individual they are inviting to be an Account Designee, and create a Passphrase (a short,
case-sensitive phrase, up to 30 characters). The Passphrase is entered twice.

The Account Manager must contact their Account Designee and provide them with the Passphrase.
The Account Designee will need this passphrase in order to register.
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Desighee Maintenance

* Individual being invited as Account Designee will receive an
e-mail notifying them of invitaion

* |nvitation e-mail will come from cobva@ghimedicare.com

= Account Manager should inform Designee to allow e-mail deliveries
from this address

* When Account Designee receives invitation e-mail, they must
click on the link provided and enter Passphrase

* Once registration is complete, they will be able to access this
Account ID

Slide notes

Once the invitation process is complete, the individual being invited as an Account Designee will
receive an e-mail notifying them that they have been invited to be an Account Designee for the account.

The invitation e-mail will come from cobva@ghimedicare.com. The Account Manager should inform the
Designee to allow e-mail deliveries from this address.

When the Account Designee receives the invitation e-mail, they must click on the link provided in the e-
mail and enter the Passphrase that the Account Manager provided them with in order to successfully
register for the WCMSAP.

Once the registration has been completed, they will be able to access this Account ID.
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Designee Invitation

s& provide the name and a pass-phrase for the designee to enter dunng the negis

An astensk (") mdicates a required held

Designee First Name

= |

Designee Last Narme: ™ |

|
|
Passphrase: | ]
|

Re-enter Passphrase: * |

When the u ill be taken to a confirmation page stating that an imatation e-mail notifying Jane Doe to register on the
CMSAF to the provided E-Mail Address

If the user clicks the Previous bu hey will be taken to the Designee E-mail entry screen. If the user clicks Cancel from the pass-

phrase entry screen, the action will be terminated and the Designee will not be added to the account

[ Cancel | | Previous | }@

Slide notes
Click Next to continue.
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Designee Confirmation

created; the passphrase is necessary for them to complete registr
Designee First Name:FIRST
Designee Last Name:

Designee Email. AAAAAAAAAA

Return Home Iﬁx‘l

Slide notes

The Designee Confirmation page will display. Click Next to continue.
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About This Sie CMS Links Reference Materials Contact Us

Designee Listing

This page provides the Designee(s) information for

the indnduals you have assigned to the account

Manager can only make cha

g Designee

Manager cannol make changes to the De n other than de

ng the Designee from the account

Jnee listed, select the link on the i

jual's last name. To de

the Add a Designee function t

an indmidual

g them that they have been imated to esignee for the account

Delete Last Name First Name E-mail Address Passphrase Status
X Active
x l&;‘:;T Per

[ AddaDesignee |[ RetumHome |

Slide notes

The Designee Listing page re-displays. The new Account Designee is listed with a status of “Pending.”
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Edit Information for an Unregistered Account Designee

* Account Manager can edit personal information for “Pending”
Account Designees
* Have not yet registered on WCMSAP

* Account Manager can only view personal information for “Active”
Account Designees

= Cannot make changes to Account Designee’s information other than
deleting them from the account

Slide notes
An Account Manager can edit personal information for Account Designees in “Pending” status.

Account Designees in “Pending” status have not yet registered on the WCMSAP. Account Managers
can only view personal information for Designees in “Active” status.

Once the Designee has registered and has a Login ID, the Account Manager cannot make changes to
the Account Designee's information other than deleting the Account Designee from the account.
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Designee Listing

gin ID, the Account

ignee listed, select the link on the i

the Add a Designee function t

that they have been imated to be a designes fo

Delete Last Name First Name E-mail Address Passphrase Status
x T FIRST VAAAAAAAALLA ALBAAAAL Pand ng

[ AddaDesignee |[ RetumHome |

Slide notes

To make changes to the account of a particular Account Designee in “Pending” status, click the last
name of the Designee whose information you wish to update.
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Update Designee Information

PI k the i ire 2 potential desi and r
to a P 15 L
| ] 1 d ask f NE dre rif F ciL 3 F i
First Name: * [FIRST |
Last Mame: * |LAST |
E-mail Address: * [mwm ]

Re-enter E-mail Address: * |AAAMAAAAA |

Passphrase. ™ |,=-\,£-\AA,M& |

]

Re-enter Passphrase.” Wm

[¥] Regenerate token. Check this box if another imitation email must be sent to the Designeea

Previous | Next

Slide notes

The Update Designee Information page displays, with the Designee’s personal information open for
editing. Edit the “Pending” Account Designee’s information as needed. Click Next to continue.
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Skip Navigation

About This Sie CMS Links Reference Materials Contact Us

Designee Listing

This page provides the Designee(s) information for

the indnduals you have assigned to the account

Manager can only make cha

g Designee

Manager cannol make changes to the De n other than de

ng the Designee from the account

Jnee listed, select the link on the i

jual's last name. To de

the Add a Designee function t

an indmidual

g them that they have been imated to esignee for the account

Delete Last Name First Name E-mail Address Passphrase Status
X Active
x l&;‘:;T Per

[ AddaDesignee |[ RetumHome |

Slide notes

The Designee Listing page re-displays and the Designee’s personal information will be updated.
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Regenerate Invitation E-mail

* E-mail is generated when Account Manager invites Account
Designee

* Includes link for self-registration

* If Account Designee misplaces/deletes e-mail or has not
registered within 30 days

* Account Manager can regenerate e-mail
> Only for Account Designees in “Pending” status

* Previous token link will not work once new e-mail is
generated

* E-mail will come from cobva@ghimedicare.com

Slide notes

When the Account Manager invites a person to be an Account Designee, an e-mail is generated and
sent to the intended Designee informing them of the invitation, and includes a link for them to access
the WCMSARP site and self-register as an Account Designee.

If the intended Designee has misplaced or deleted the invitation e-mail, or if the Account Designee has
not registered within 30 days, the Account Manager can regenerate the invitation e-mail, allowing the
intended Account Designee to self-register.

The previously-generated link will not work once a new e-mail is generated. Invitation e-mails can only
be regenerated for Account Designees in “Pending” status. The e-mail will come from
cobva@ghimedicare.com.
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Designee Listing

gin ID, the Account

ignee listed, select the link on the i

the Add a Designee function t

that they have been imated to be a designes fo

Delete Last Name First Name E-mail Address Passphrase Status
X

[ AddaDesignee |[ RetumHome |

Slide notes
On the Designee Listing page, click the last name of the Designee that needs the e-mail regenerated.
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Update Designee Information

f lich § stton kt i ires: [ 1 legi T and r
t Desig Listing page the ‘Previous’ button
An astensk (*) indicates a required field. We ask for the e-mail address to venfy if the person is currently a registered user
First Name: * [FIRST |
Last Name: ~ |LAST |
E-mail Address: * [mwm |

Re-enter E-mail Address: * |AﬁMAAA |

Passphiase. * |AAAAAAA |
Re-enter Passphrase.” Wm ]
[¥] Regenerate token. Check this box if another invitation email must be sent to the Designee

[Ned

Slide notes

The Update Designee Information page displays, with the Designee’s personal information open for
editing.
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About This Sie CMS Links Reference Materials Contact Us

Update Designee Information

Pls k the i ire f a poten legi T r and r
to C the Previous' L
r e ndicates a required field. We ask for the e-mail address to venfy if the: person is currently a registered user
First Name: * [FIRST |
Last Name: ™ |LAST |
E-mail Address: * [mwm |
Re-enter E-mail Address: * [AAAAAAAAAA |
Passphrase. ™ |W |
Re-enter Passphrase.” W ]
[¥] Regenerate|token. Check this box if another invitation email must be sent to the Designee

Slide notes

Select the Regenerate token check box beneath the Designee’s personal information and then click
Next.
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Delete Last Name First Name
X
x LAST

[ AddaDesignee |[ RetumHome |

E-mail Address

Slide notes

The Designee Listing page re-displays, with the Designee’s information unchanged. However, the

system re-generates the invitation e-mail and sends it to the e-mail address registered for the Account

Designee.
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Designee Listing

This page provides the Designee(s) information for the individuals you have assigned to the account

Manager can only make change gistered and has a Login ID, the Account

r cannot make changes to the Designee information other than deleting the Designee from the account

g listed, select the link on the indmdual's last name. To del

changes to the acco

dradu the Add a Designee function t

n

an e-mail notifying them that they have been imated to be

Delete Last Name First Name E-mail Address Passphrase Status

[ AudaDesignee |[ RetumHome |

Slide notes
To delete an Account Designee, click the X button next to the individual’s name.
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Delete Designee Confirmation

Figase chick on tha Continue button 10 confrm your delete request for this Account Designee. This
will remove the indnedual om this Account ID only. The Designes will no konger have access Lo this Halp Abgat This Page
Accourt ID but will retain access 1o any other accounts to which they are currantly associated !

Chick on the Cancel button to retum to the Designee Listing page without delating this Account Designee

Designee First Name: Testio
Dassgrae Last Mame Tester

Designes E-Mail. testdesb@malil.com

[(cancel] continve |

Slide notes
The Delete Designee Confirmation page will display.
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Delete Designee Confirmation

Figase chick on tha Continue button 10 confrm your delete request for this Account Designee. This
will remave the indmdual o this Account 1D only. The Designes will no longer have access to this

Halp Absut Thes Pane
Accourt ID but will retain access 1o any other accounts to which they are currantly associated L — —

Click on the Cancel button to retum to the Designes Listing page without delating this Account Designae

Designee First Name' Testio
Dassgrae Last Mame Tester

Demngnes E-Mail testdess@mail.com

|Canull cml

Slide notes

If the Account Manager does not want to delete this Account Designee, they will click the Cancel button

to return to the Designee Listing page which will show the Account Designee still listed with their status
unchanged.
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Delete Designee Confirmation

Figase chick on tha Continue button 10 confrm your delete request for this Account Designee. This
will remone the indnadual from this Account ID only. The Designes will no fonger have access Lo this Halp Abgat This Page
Accourt ID but will retain access 1o any other accounts to which they are currantly associated L

Chick on the Cancel button to retum to the Designee Listing page without delating this Account Designee

Designee First Name' Testio
Dassgrae Last Mame Tester

Demngnes E-Mail testdess@mail.com

(Go)_coye |

Slide notes

If the Account Manager does want to delete this Account Designee from the WCMSAP account, they
will click the Continue button.
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Designee Listing

he Add a Designee fun

added as designees will recene an e-mail notifiing them that they have been imated to be a designee for the ac

Delete Last Name First Name E-mail Address Passphrase Status
X
X LAST

[ AddaDesignee |[ RetumHome

Slide notes

This removes the Account Designee from this Account ID only. The deleted individual will no longer
have access to this WCMSAP account.

However, the Account Designee will retain access to any other Account ID they are currently associated
with. The Designee Listing page redisplays without the Account Designee who was just deleted.
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- You have completed the Basic Functions - Account
Manager course. The information in this course can be
- referenced by using the document at the link below:
https://www.cob.cms.hhs.gov/WCMSA/help/userMan
ual/WCMSAUserManual.pdf

Slide notes

Page 53 of 53



